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25X1A
PERSCNNEL DIRECTOR MEMORANDUM - A8 Mareh 1953
SUBJEGTS E':‘ﬁ,ngerpriming of Consulbants and Fxperbs o
UEFERENCE:  Persommael Direcior zv‘itamomndmm- Zmployment of Txperts % 25X1A

and Consultanbs, dated 2 Jume 1952

1. ‘he Security Officer hes notified “he Personnel 0ffice that Agency
consuliants eud experts must bs fingerprinted pursvant %o EBxecutive (rder oB35,
ag amonded.

2., The following instrucilons shell hereafter apply in the Personnel
Office to insure complience with thls requiremsnt: '

a, Procedurs for Cbtaining Prints in wWashington

{1} Tach consultant or expert who enbers on duby in Washingbon
will be fingerprinted on the same day as hig appointment and securlty
processing. Ihe requesting office will inform the appropriate Trangs
actions snd Records Dranch of the date of the individual's arvival
and will vefer him to the Branch at that tims, .

(2) ‘e Transactions and Records Brench concerned will scheduls
an appolntment for the sndividual to receive a securiby briefing and
20 be fingerprinted on the date be srvives in Weshinglon.

{3) The Branch concerned will pronptly refer the consultant
wpon his arrivel to the Inspectlon end Security 0ffice by giving him
a 3x% colored card contalning the following statement: "Report for
security processing to Roowm 1LOL Wing ki, I Buildingt, The Branch will
iustrued the individugl Yo submib the card at the time of the inter-
view and o ackaowledge his status &8s a consultant, in order that his
security briefing and fingerprinting can be offected without delay,

{4) Fech Branch will maintain & supply of such cards for thie
UFPOEES s ‘

b, When a consuliaznb or expert is gppointed outside Washingtony Do Ceo
to perform his {ivsi assigament in the localivy, prints will be secursd in the
eves Lrown an Agency contest offide, locel FRI office, stata police unid,
runicipal police depariment or post office prior to ths assumption of the
ipdividual's dutles. The requesting office will indicate in the Remarks
saction of Spandsid Form 52 that the jadividual will perform his firvst
sssigmient cutside of Washington, D, C. e requesting office will decide !
which of the following metneds should be used and will indicate this deter=
mination either in the Remarks sectlon of Standard Torm 52 or by memorandum ‘*
a3 sppropriata,

Wi
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Security Information
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Security Informstion

{1} If the requesting office has no security objections to the
disclogure of the individualis affilistion with the Agency, 1t will
forwaxd twe copies of the fingevprint form used by the Agency (titled
National Defense Program} to the individual slong with the PHS and
Appandix 1. (The Transactions end Records Branches will provide the
offices serviced wilth a supply of fingevprint forms.)

{a) e requesting office will instruct the indivicdual to
secure the fingerprints from one of the locel offlces designated
shove gnd to forward the prints with the other forme., The indi-
vidual may veweal Agency connection on the form if the question
is relsed,

(b) Upon receipt of the forms from the individual, the ra-
questing office will transmit them to the appropriate Personngl
Hvlsion,

(2} In other cases, arrangemenis will bs made by a recruiter in
the srea for fingerprinting the individual during the pericd between
the initiation of his security clesrsnce and his first assigoment.
Yhenever this method is elsched by the requesting offleey, it will pro-
vide such information Lo the Personnel Division concerning covary etec.
as will eneble the recrulier to make secure arrangements and the indi-
viduael %0 answer questions on his place of employment.

{a) In each case when the requesting office designates use
of this re thod, the Personnsl Division concerned will transmit a
nemorandus to the Personnel Procurement Division requesting the
action., The conbact by the vecrulter should be scheduled s6 that
1% will not necessitate speclal travel.

{b) ‘'he recrulter wil) conmbtact the individual in person if

a@a$ibia, or otherwise by telephone, and inform him of the necessitly

for fingevprinting. The recruiter will insteuct him concerning

the statements which he ie subhorized to make at the time prints
gre secursd. Based upon the particular cilrcumstances of the case,
the recruiter will determine in his discretion whether the form
snould be given to the individusl, or mailed to him, for direct
submission to the plase stipulated or whether he should prearrange
with a local police or post office officlal for the individual to
some in for the prints, In the latier case, the form will be
given to the officisl contacted or the individual, as appropriate

{¢} When prepared, the prints will be forwarded, via the

Fersomnel TProcurement Division, to the Personnse) Division concerned.

ihe Personnsl Division, upon receipt of the prints, will transmit
them % the Inspection end Security Office, Room 1416 T Building
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“with an attached routing slip indlcating that the prints ave for a
consultant or expsriv,

L, This procedure does not apply to coverd consulbants who enter
into contracts with Speclal Contracting 0fflcer.

25X1A
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